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®ffice Metheds te Cut
Cests and Speed Woerk

Monsante Finds Recks in Its
Recerds; General Electric|
Kills Its “Beetleg” Forms|

The Cest.of Filling a File

\

By RaY VICKE®
Sty Reporter of THE WALL STREET JOURNAL
CHICAGO—Paper shufflers- are getling 2
ast shuftle from the natitn's office managers.
Spurred by manpower shortages, manage-
sitent demands for faster information and by

' sheer desperation, officé pianners are over-

i

' mates Walter W. Finke, president of Data-

" the work of dozens.

hauling more ore paper-making, time-
consuming routine rocedures. .
Their goal: To scissor through unnecesgary
paper work and thus soip company coats, New
fnethods and mischines already have produced
some significant savings. _
Bring on the Brnlnz ¥ :
“During the n@¥ three years U. 8. busincse
will spend 1 minimum of §1 hilllon in automa-
tion to modernizs office procedures,” esti-

inatic Corp. of Brookline, Masa. He ftigures
this $1 hillion represents about 509 of the mar- -
ket for large acale electronic dets processing
aystems.

“But automation Is only a partial answer
to the problem of mounting paper work costs,”
says an American Mansgement Association;
official In New York. When AM.A. recently
made a survey of 138 companies, two thirds

reduce clerical costs,

*in general reducing costs

; feasibility of using giant alegrronie . ibraing’,”

_operations merely through ~changing ¢

“ribution. and adminigtration of the ¢o

! together 86 company locations in 25 states.

- "y

The National Records Management Sou:
headquartered in New York, reports tha
costs $1.30 to produce the averngs letler tod
the approximate cost of creating, handling
filing the contents of a four drawer file cah
is $6.200. The cost of maintaining one ¢
iﬁ;t of vecords in the average office, exc

personnal costs; is §7.
cil estimates. . - u’ $1.38 pér guar, e o

“One humdred billion dolldrs is being s
yearly in Amdrica to create racords,’’ s
Ratert A. Bhiff, plesident of NR.M.C. He

il

“The department cperates much as lpdm—s
trial engineers work in & fectory, studying and
planning for mechanization as 4 means of
simpiifying operations, making ' operations .
more efficient. improving thé Wark:flow and
while eolving our
complex problems ove - effactikely,”. says |
Kelly.Y. 8Siddall, admiptstrative vice preaident
for P. & G. e

~Many companies are spending sums rang-
ing from $200,000 to §750,000 solely to study the

| o ]'.D.xt;).:na;ti‘c;'il‘-.'". "‘h{klé'mK i R g:&l that & good Horyo! this spending ce
»" Computer May Not ﬁimw w"" v g | Feoords manm
pute; : ment. Evidence from c¢ompanies which h

*This analysis i itself -is more valuaﬁle improved ppersiions through anslysis of

than the computer; efien it will show that n<i cords undérwestes this sontention
computer is needed.’’ smyx- I “famusl NI im’ft?@%& w?‘ Limi
Alexander, chiet of the Dats Processing Sys| ¢108 cubic’ faet 'of yacocds oF w SN
tems Division of the,National Burasu, ot Stand] f papef I About § mil

ards. With the date, firma spe Wayn of spesd:
ing work flow or of eliminating unnecessa

aystem, e

T 3t is «lmost universal: to find that theiEosa. :
greatoet aaving is-in the improvement of .0 Lo
procedures rather than in the bendtits wﬂm only ?q
machine brings,” says Artiur H. Gager, staff remaining In a3
director, Technicsl division, National Oftfice One el
Management Association, Fhiladelphia. . m@"f:“:n”;’“‘

“‘Mapufacturing has becoms Increasingly !
uas, as was m'f filing equipment

efficient and less costly, but the office, in con. ™ ™
trast, has become less efficient and incteas- ~"In'makisg file axalyses wa've found
ingly coatly,” says Leon Q. Guest, Jr., control- thing In ﬁbg!rﬁnﬁh bon?:::g M[.: ";:
ler, Sylvania [Electric Froducts,. New . Yark. Abd- Llopkings.” —giyd Mr- Shif
“‘The number of clerks employed’ fof ‘svery WeNRMO P T -
manuiacturing employes has:increagsd from ™ The eremated Wf W found
11 fifteen years ago to 18 or more today. j. .3 urn'in the files of & lc:‘;‘drk hu‘fied -
 Bytvania recently established & new oauiril Xobody knows* how long the t:;:‘ ;:gfp:
S - ety e o i . |
ized . electronic data processing center qff;;:" but evidence indicated it may have by
Camillus, N. Y. Eventually, all record keeping ., ct:‘ ““‘“W the Civil War era with
Y unsetiled astats. Subweguently

related to the enginesring, v
wis forgotten,
W. P o it . b LA . A I ST IEER

"will be maintained at this center. By mid-d837; An analysis of records Cam;

all payroll functions are to ba operating at the Co. of C&m: dee ltm 3::”“8
new facility. Custorner order eniry systems jords in files could: By with 349
now are being installed at'field and warshioiwe moved to & re¢o storage center and
locetions for forwarding data to the ceater. 22% left in the sctive file in tha office, A &

i
#:

Other paper work operations ure dus 10, be tied'lar i ) H

into the centralized system over Wt&#‘ﬁv mﬁ g Wc‘:“g"n‘“ MI!
| years. " imoved to. lswt soetly storage, with .
| Linking 86 Locations o ML . WIS

Currently, over 20,000 miles of ciréum_.'

Forms are revised to make one do the worky
of two, thres, four or mote. Sometimes, -

through duplication, one master form may do
Birth control” is initiated -

Ll

. to_prevent boatleg forths from being fathered

' other poked through its files snd discovered

P Agedh #et on Sied maberial, allow-
7 ing sytias yol ‘el reconds accumulrtion.
Work ¢ rtolsh i flmpiitied to elim-
inate repetitious N Cattadiined.
keeping may & Weakch Bin -'1“!.
Sometimes methods Hprevements comne as
. a result of an analysis Tade to determine if
e m e ket 2ol mmwn stamike st o e Enc wé

“hy well-ntentioned but paper-happy empioyes. .

¥iling systems gre remodeled 1o eliminste

‘ needless paper and other superfiuous
. One compeny checked its tiles and found it

{tams.

could dlgeard sight million pleces of paper. An-

n cramated, body (in £ irn) that had be
_ut there during fhe Clvil War.

The Kemper Insurance Group, hesdguae
tered in Chicago, now is using &
svetem of auto insuranes policy ,
whereby automated devicea will turn out pal
icies putometically from information .
when the original policy was written, - _

Household Finance Carp. of Chisage now i
putting finishing touches on a system of con
tralized letter mailing whereby many lsiter
of its branch cffices ara o |
central office. This [
diing of routine letters which bV
been addressed manually by branch

tygists. T I L '
To analyse an operation, the oifice manager & Daper i offl “ORRinets-
mt::t :mm whether or not presant workers squal amount In deed stornge.
performing operations up s par. This m . Inaloded in mstegial )
developing standards againat which soms rocks. iabelad: “nmmr:
DARYORY 110 2 OIALRBP EBrOA 748 ADY YRUOOE Auritg strike of 1597.
where paper work is concesned, The compasy set up tetantion schedule

Much More Difficult ' all its ¥ work, junking unnscessary
' avds, &b spane, And releayed

AFamaliring tha neadinotion of &8 anars



. RPN T ¢ . .
T MLHOT Through unnecessary
s saip oampany costs. New

{ mates Walter W. Finke, presiden
matic Corp. of Brookline, Mass. Hﬁﬂlln‘ll’
thin $2 Billlon represents avout 50% of the mar- |
ket for llrao scale electronic dgta procmms
Rystems.

“But automation is auly a partial mwcr_
to the problem of mounting paper work costs,”
seys an American Management Auomuion
official .in New York. When A.M.A. rcunuy_,

Fomtremwuhomdothomk

: ind slectronic data procelm center af.
-{ Camillus, N. Y. Eventually, all record keeping

' fi Linking 88 Locations

trast, has become less efficlent and (ncreas- “In making fle axalysss wa've found every.
sagly costly,” mays Leon C Guest, Jr., W;m;:,. :hinx in files from Coke boitles to coffee urne
& dak fsvlunfa ta New Yary Andns Uit g
800200 Dkl eﬁh DT 8-04 RIGAI0£G00720000c/ .. ’
fe.cmrlns employes has increased - fom " The cremated body. was found
11 fiftpan years ago to 16 or more today, 7y urn’in the fue; of a gtw York tru:}t%‘rbi:gngn.\n
“how long the urp had b
there but, .eﬁdllﬂ indicated it may have bzzg
n‘gtta of mduuumotﬁ‘ e “"bqa. oy
mtate,
Was (omttm o mnt.? "

An analysis of records at Campbell 8oy

S R S —,

related to the enginesring, manufacturing, dis:
‘tribution. and administration ot the company
{'will be meintsined at this center. By mid-1957
‘{ all payroll functions are (o be operating at the Co. of Caniden, N. J., wed that «49% of m
new {acility. Customer order entry aystems in files could, , with 34%
now are being installed at field and warehouse moved to a records lton;e center and onh
locations for forwarding data tc the center. 22¢; left in the active tile in the office. A simi
Other paper work aperations wre due to be tied lar analysis at Richfield O} Co. of Los Angeles
into the centralized system over the next five showed 365, of records could be destroyed, 3&c.
‘| years.  moved to lesx costly storsge, with anly 23
considered necassary for active files.

In file modernization programs companie:
usually establish set filing limits for variou:
pieces of paper. Ordinary letters and message:

[ttt s i ety 1o o

Currently, over 20,000 miles of circuits 4
together 88 company locations in 26 states,
The Kemper Insurance Group, haadque

of two, thige, four or mmmﬂm-“
through duplim, mm mey

' the work of dosens. - tro!"uhuuatedg

. -to_prevent bootieg froma baipg fethered |
. hy welldntentionad but mpn-hlppy empiloyes. 1
' Filing systems are remodeled 1o< sliminate |
needieas paper and. other superfluoues items. |

. One company checked ita files and tound it
could diseard sight million pieces of paper. An
other poked through fts files snd dnnovered
n cremated. body fin £ tm)t.huhadbeen
ut thera du.tint fhe" cm War.

S

: e a0 st on Sind i-hrinl,
Cing s ‘osiityul ‘of Tecords accumuution
Wark flow thigh ieriom e imptitied to elim-
inate repetitious movement. ed record!
keeping may eliminats, M fnctions, -t
Sometimes methods wa come &8

. & result of sn analysis mads to determine if
7 automation equipmiant or ssmputers sre feasi:
!- ble {n & company. Suak stodies may turn up
! ideas for paperwork post m through revi-

proosdures. * When

 slon of r -“eompenies subse-
T ouently y itometion devices they thus
mym.mmum

Amm Muvﬂu“mmm
T F wiadies 88 Iergs soiie &lsc-

E
1
b
¥

ftzmuemm squipmant have pro-
. vided s with anmusl- savings In ~oicess of
sm,ooowym. .ml.b«mmwn
. ager of office antomation,” m
well Regnistor Oo., Mirmespolis. umm
i’“‘f‘,‘,’f mwwm“g&
¥ q. mm tp
.uﬁmmW,\WM

In anilysdng s

$5,080 &

, Wmﬂmbmltup
‘the mmmmemmoomo.

. Advances Are Rapit !

Surveys into the: mzy of automation

. Pmﬂw stimulated by the growth of d0se

may be marked for storage of only thre:
months in files. Bales and earnings data may
be marked for the number of years require:

tered in Chicago, now is using & centraliz
system of auto Insurance policy renew
whershy automated devices will turn out pol

lcles putomatically from information collecte P
swhen the original policy was written. 2% of records which fall into the “historical’

Household Finance Corp. of Chicago now is °/285 may be shunted into perraanent files.

putting finishing touches on a system of cend Bocks in the Files
tralized letter mailing whereby many letter "‘A program especially planned to deal witl
of its branch offices are addressed through the records retention and di.lpoul is essential
central office. This makes possible mass han< cost reduction in the office.” says James N
dling of routine letters which previously had Flanagan, general offices mansger, Monsahi:
been addressed manually by branca otfice Chemical Co. When Monsanto analyzed its rec
ts, -, .. ords’i found that it had 82.9 million piece:
To analyze an operation, the office manager of paper in office file cabinets alone plus-g
must know whether or not present workers equal amount in dead storage.
pertorming operations up to par. This mea Included in material located in files wer
developing standards against which workers some rocks labeled: “‘Rocks thrown througi
may be measured, not always an easy windows during strike of 1887.”"
where paper work iz concerned. The company set up retention schedules o
Much More Difticuit ‘ lul its paper work, junking unnecessary rec
“Measuring the production of an operation ords, Bavings in space, and releayed (filing
involving computaticns for a company finan- cabinets alone ars estimated at § YW fo.
cia) statement is much more difticult than cal- 1956
culgting the production of & punch press opera-  Filing, of course, is only ‘one fphase o
tion,” says Willlam Brush of Atlantic Refining Paper work. Companies find that, by stream

delphin. , ﬂowg befors it ever reaches tgin: c;qblnm.
Atlantic now has work standards set up for. ni&“jm Knitting Mills of Utics,
a"broad range of Jobs, from ubuht.m“gp op- Cently cafitined "eight ditfereut office
erstors 10 payroll calculators and from stock into two, Under the old procedure M‘ war
records keepers to typists. Measurement may ¥oparate forms to soknowiedge recsipt of ar
sunge from g simple count of the pieces of order, request lable instructions froil the cus
,' ‘n -r haadled he 5 clork o 8 more complex tomer, give specifications to the factory, ipro”.
_renant ba ed o & Lie atudy. vide the basis for billing., and to act ps ship
ger

“Atlantic 8 FAAYEINE CoRt PeETTON ping tickets. All thess functions wers com

stantially. :”awmmmmenﬁMOmtom eliminating chances fof'

M.Lm.wm and noatntenancs .of nrmm utghtormanon was tnnlcrlbad tmm ‘onft
; pos to the other.

the o progrant,” ways How: ™ v en General Elebtric Co’s metallurgics

u'd' uonun faustrisl enginesr, -~
» Interest heing ﬂ“ﬂ”‘; in ;:p“ wrl | products department in Detroit analyzed: it
~paper work

unprecedented amount of mmo, m m ai ovcry Over 900 una

ing, recording, -accounting, eommtmicmon forms wers being used, twice the num-
filing and such are the natural resuits of record Per of official-campany forms.

production and sales by industry. Records m o "
be kept or handled for company funstions, fox It sepa{ale “‘bootleg™ formns were beigg pro
tax collectors, and for various state, local apd Juced and used by some employes to ke
Federal agencies. track of such.things as biring, rehirifig ame
One Eighth of Work Force rs. The company eliminated bootlef

'.

-

usually are intensive since equipment some. |
times may cost & company over §! million.
But advances in the field are so rapid that, if
an office manager makes & wrong guess, the -
_equipment could hQ obnolete :hortly After
inatallatlon,
Procter & Gamble Co, of Circinnati is ine 4
-talltn( u large scale amu:nmc dsaia process-
ing system in its new: ory - headguarters fi
building this spring. A /
gate fhhutn-iyltenw'

i

snth‘ the ) 'zrmm ey e-;

fornis, )
“To keep up with this need, # million men\_ seving 20% on form printing costs alone

and women-—one eighth of all U. 8. workers

,how are employed in office work,” suys a
: spokeaman for the American Mumgement As-’
sociation. Thai's a 849 increase since 1940.

As-both the percentage and number of white '
collar workers has risen, costs of handling,
paperwork have scared, too. )
*Non-supervisory office clerical wsalaries

mﬂimmgn 8A002400320005—7

naver work ha.ndlim .

8avs the P

tly,/ company: offtefals .
% suthor.

What had happened, officiais iearred,” B

-

by state or Federal laws. The approximatel: .

Co.’s industrial evgineering division, Phila- lining records, they can cut the paper worl

]



